
VOLUNTARY FURLOUGH PROGRAM  
 
 
 
PURPOSE:   To es ta b lis h  p rocedu res  for  a u th or izin g u n pa id  lea ves   
    of a bs en ces  to a s s is t  in  th e cu rren t  bu dget  cr is is . 
 
SCOPE:   Th is  policy a pp lies  to a ll m er it  a n d  n on -m er it   

em ployees  s u b ject  to th e execu t ive a u th or ity of th e 
Govern or .  Th is  policy does  n ot  a pp ly to police officers , 
correct ion a l officers , or  “h a n ds -on ” h ea lth  ca re 
p roviders .  

 
POLICY STATEMENT: Em ployees  a re en cou ra ged  to volu n ta r ily ta ke a t  lea s t  

7 .5  h ou rs  of u n pa id  lea ve in  ea ch  m on th   between  J u ly 
1 , 2002  th rou gh  J u n e 30 , 2003 , in clu s ive. 
Pa r t icipa t ion  in  th is  p rogra m  will s a ve m on ey to a s s is t  
th e Sta te in  a ddres s in g th e bu dget  cr is is ; th erefore, 
em ployees  will n ot  be a llowed  to p res erve th eir  regu la r  
s a la ry by m a k in g-u p  t im e ta ken  a s  u n pa id  lea ve u n der  
th is  p rogra m .  Th ere will be n o im pa ct  on  a ccru a ls  or  
ben efits  a s  a  res u lt  of em ployees  ta k in g u n pa id  lea ve 
u n der  th is  policy. 

 
PROCEDURES:   

A.  Com m it m e nt  for e n t ire  ye ar 
Em ployees  wh o volu n teer  by J u n e 19 , 2002 , to ta ke 
7 .5  h ou rs  u n pa id  lea ve in  ea ch  m on th  from  J u ly 2002  
th rou gh  J u n e 2003 , in clu s ive, will be a b le to lock -in  
th e da tes  of a bs en ce a n d  will n ot  be s u b ject  to a n y 
s im ila r  (fu r lou gh ) cos t-s a vin g m ea s u res  du r in g th is  
t im e per iod .  If th is  p rogra m  fa ils  to a ch ieve requ ired  
s a vin gs  or  if econ om ic circu m s ta n ces  wors en , th is  
p rovis ion  does  n ot  exem pt  em ployees  from  th e 
s ta tu tory/ regu la tory/ u n ion  s et t lem en t  p rocedu res  
s h ou ld  la y-offs  becom e n eces s a ry.  

 
B. Com m it m e nt  for le s s  t han  e n t ire  ye ar 
Em ployees  wh o volu n teer  by J u n e 19 , 2002 , to ta ke a t  
lea s t  7 .5  h ou rs  u n pa id  lea ve in  s om e, bu t  n ot  a ll, 
m on th s  from  J u ly 2002  th rou gh  J u n e 2003 , in clu s ive, 
will be a b le to lock -in  th e da tes  of a bs en ce in  th os e 
m on th s , bu t  m a y be s u b ject  to a dd it ion a l cos t -s a vin g 
m ea s u res  du r in g th is  t im e per iod . 

 



C. Volunt e e rs  aft e r J une  1 9 , 2 0 0 2  
Em ployees  m a y volu n teer  for  u n pa id  lea ve from  J u ly 1 , 
2002  th rou gh  J u n e 30 , 2003 , with  s even  (7 ) ca len da r  
da ys  wr it ten  n ot ice to th eir  s u pervis or .  Su ch  lea ve 
ta ken  a s  a  fu ll s h ift  m u s t  be for  th e tota l n u m ber  of 
h ou rs  th e em ployee wa s  s ch edu led  to work  on  th e da te 
ch os en  for  th is  a bs en ce.  

 
D.  Re que s t s  for le ave  
Em ployees  s h a ll requ es t  u n pa id  lea ve th rou gh  th eir  
s u pervis ors .  Sh ou ld  opera t ion a l n eeds  in d ica te th a t  
too m a n y em ployees  h a ve requ es ted  th e s a m e da tes  or  
h ou rs  off, requ es ts  will be gra n ted  in  order  of s ta te 
s en ior ity.  Sa m ple form s  a re a t ta ch ed . 

 
E. Addit ional m e as ure s  
Sh ou ld  th is  p rogra m  fa il to a ch ieve th e requ ired  
s a vin gs  or  if econ om ic circu m s ta n ces  wors en , th en  
com pu ls ory cos t-s a vin g m ea s u res  m a y be im pos ed  a n d  
flexib ility will be los t  to a gen cies  a n d  em ployees . 

 
F. Age nc ie s  wit h  Vo lunt ary  Unpaid Le ave  Program s  
alre ady  in  e ffe c t  
Agen cies  th a t  h a ve a  Volu n ta ry Un pa id  Lea ve Progra m  
a lrea dy a pproved  by Sta te Pers on n el Depa r tm en t   will 
be a llowed  to m a in ta in  th os e p rogra m s  a n d  a re n ot  
s u b ject  to th e p rovis ion s  of th is  policy. 

 
G. Re port ing Re quire m e nt s  
Agen cies  a re requ ired  to  s u bm it  s ta tu s  repor ts   
s im u lta n eou s ly with  pa yroll in form a t ion  to SPD 
followin g th e en d  of ea ch  pa y per iod .  Su ch  repor ts  
s h a ll be s en t  by electron ic m a il to th e followin g 
a ddres s : volfu r lou gh @s pd .s ta te.in .u s  a n d  m u s t  in clu de 
th e followin g in form a t ion : n a m e of em ployee, 
cla s s ifica t ion , n u m ber  of h ou rs / da ys  u s ed  th a t  pa y 
per iod , s a la ry ra te, tota l s a la ry s a ved  du r in g th a t  pa y 
per iod  per  em ployee a n d  tota l for  th e a gen cy. 

 
REFERENCES:  IC 4 -15-1 .8 -7  
    31  IAC 1 -9 -8   

31  IAC 2 -11-9  
EFFECTIVE DATE: J u n e 12 , 2002  th rou gh  J u n e 30 , 2003  
 
APPROVAL:   D.  Su e Robers on , Sta te Pers on n el Director   



REQUEST FORM 
FY 2 0 0 2 -2 0 0 3  COMMITMENT 

VOLUNTARY FURLOUGH PROGRAM 

 

Agen cy/ Fa cility/ Office          
 
Em ployee Na m e          
   
Cla s s ifica t ion             
 

I h ereby com m it  th a t  I will ta ke twelve (12 ) u n pa id  lea ve da ys  between  J u ly 1 , 

2002  a n d  J u n e 30 , 2003 .  Specific da tes / h ou rs  of s u ch  lea ve will be a r ra n ged  

with  m y s u pervis or  a n d  a gen cy ch a in  of com m a n d .  

 

 

________________________________   ______________________________ 

Em ployee’s  Sign a tu re     Su pervis or’s  Approva l 

DATE:__________________________   DATE:_______________________ 



REQUEST FORM 

for OCCASIONAL USE of t h e  

VOLUNTARY FURLOUGH PROGRAM 

 

Agen cy/ Fa cility/ Office___________________________________________________ 
 
Em ployee Na m e__________________________________________________________ 

Cla s s ifica t ion _____________________________________________________________  
 

I h ereby requ es t  th e followin g h ou rs / da y(s ) a s  volu n ta ry u n pa id  lea ve u n der  

Pa ra gra ph  C of th e Volu n ta ry Fu r lou gh  Progra m  FY 2002-2003  for  th e per iod  

between  J u ly 1 , 2002  th rou gh  J u n e 30 , 2003 : 

 

 

 

 

 

________________________________   ______________________________ 

Em ployee’s  Sign a tu re     Su pervis or’s  Approva l 

DATE:__________________________   DATE:_______________________ 

 


